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Blance Smith,*' President
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/- o Robert Co;egrbvé, Superintendent

The replication model was developed with the
assistance of Federal funding provided by
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Act. It is intended to dessiminate a Pre-
| school Demonstration Project, Learning How
To Learn designed by the San Ysidro Sehool 'y
District.

No aopyright' is claimed on the materials
herein, this model may be reproduced without
permission of the San Ysidro School District.
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PREFACE -

This handbook has bheen compiled to serve as' a specifio referenge for the

preschool staff. These requirements and procedures relate only to the San
Ysidrg Presohool Program.

There are also the Teachers, Classified and Para-profeésional Rules and
s Regulations handbooks wpich have other informdtion you may need on Board
Policies, Administration Directives, and provisions of the Education Code.

In this handbook the word "teacher" is used to include all permit teachers.




' \R?RMIT PRESCHOOL TEACHER--JOB DESCRIPTION

Under the direction of the school and/or program diyector the permit pre-

school teacher is responsible for the instruction and supervision of

childreén anrolled in the gresohool progran.

AREAS OF SPECIFIC RESPONSIBILITY

Pupil ﬁrogress . ‘

1,

8.

9..

LLearning Environment . St

The teacher tests pupil's performance abilities.

The tsacher maintains records on each pupil's-perfdﬁbané@i

The teacher plans instructional activitiea to meel the objectives of the
preachool program. ’

The teacher plans learning experiences to meet individual differences.

"The teacher uses avalilable district data information for each pupil and

develops procedures to learn mére about the pupil's home life.

The teacher selechts appropriate teaéhing materiala fory individuals and/or

groups. g

The, teacher evaluates bupil progress in relation to short and long range
objectives. Bases judgment on observations and objective information. L

The teacher -maintains continulty of instruction in dey uv> day leason
planning.

The teacher communicates information to pupils about thelr performance,

“

1.

2.

The teacher demonstrates the ability to maintain classroom control,

The teacher maintains a healthy physical environment--checks dg lighting,

- temperature, ventilation, and is alert to safety factors.

The teacher communicates effectively and appropriately with pupilsz,

?pe teacher develops the interests of pupils.

L

The teacher relates school learning to the child's world.
The teacher motivates pupils through a'variety of techniques.

The beaéher demonstrates skill in asking and answering questions-develops®

skill in guiding discussions.
N |

The teacher uaes avqilable pegources and services for the instructional
program.,




o
9.

10.

Professional Competence

The teacher exercises care in the use of the 'room, equipment, ,and

materials. g
] o

The teacher utllizes thefteacher—aide eﬁfectively.

O]

2.

Adjunct Duties

/" .
The teacher's.schedule and prograin reflects the philosophy adopted by the
dietqlct.
The teacher develops and prepares materials for unit teaching and daily
lessons prior to use.

\
[N

The teacher seeks and takes opportunities t.c better himself Krofession-
ally and sducationally. '

/

The teacher adheres to professional ethics.

The teacher gives understandable directions, demonstrations and’
explanations. : . )

The teacher uses vocabulary suitable to oeveIOpmenta} level of pubils.

The teacher works cooperatively and communicates effectively with pther
staff members. '

The teacher understands the'important{concepts of the preschoolk orogram.

L]

.The teacher effectively carries out the regulations and procedures as

contained in the preschool staff handbogk.

"4

1.

The teacher is required to participate in all Preschool/Child Care
Center activities and is encouraged to attend other distr ot/community
activities. : '
The teacher maintains proumptness and accuracy in making reports and
keeping records.

L]

The teacher conducts daily health inspections and makes referrals as
needed. -

The teacher communicates effectively with parents to insure maximum
program benefits for the child.

The teacher assists in the planning of Preschool/Child Care Center
activities. \

0 ) |

The teacher assumes other asaigned program responsibilifies. i




Pergonal Qualities '

1. Careful of appearance, posture, grooming, dress, and social decorum.
2. Maintains a profeasioyal working relationship with employees.

3. Accepts criticism from colleagues and takes positive action 1n light of
such criticism.

4, Demonstrates qualities of initiative, dependability, resourcefulness, and
.industry.

5. Works well-with others and cooperates.

6. Demonstrates cbnsidelation, respect, and a warm friendly interest in
individual children, and an understanding and appreciation of children's
' needs. A

‘ PRESCHOOL INSTRUCTIONAL AIDE-~JOB DESCRIPTION

Under the direction of the school and/or program director and under the
direction of the teacher in charge, the preschool Instructlonal Aide will
assist in the_preschool program as assigned.

: AREAS'OF SPECIFIC RESPONSIBILITY

Pupil Progress { ) { \

1. Assists with the instructional program in the areas of phyaical, social-
" emotional, and language development.

2. Asslsts intbuilding number and science concepts.

‘3. Assists in the development of creative abilities.

LLearning Environment

1. Aides the teachér in maintaining ‘a-healthy-and safe physical environment.

2. Assists the teacher in maintaining a ¢1ean, neat, and attractive rd@m
environment.

3. Assists the teacher by having the necessary learning equipment ready for
use during specific activities. .

4, Communicates effectively and appropriately with pupils.

Profesaional Competence

1. The aide seeks and takes opportunities to better himself proressionally
and educationally.




2. The aide adheres to professional ethics.

3. The aide works cooperatively and communicates effectively with, other'_
ataff members.

i s -
y, The aide understands the purpose of the preschool program.
5. The aide is aware of the regulations and procedures as contained in the

preschool staff handbook and carries out his/her assigned responsibili-
ties.

6. The aide shares any beneficial techniques and experiences with his/her
colleagues.

Ad junct Duties

1. The aide is required to participate in all preschool activities and 18
encouraged to attend other\district/community activities.

!

2. The aide assumes other assigned program responsibilities.

Personal Qualities : ' ' oy

. o ' (

1. " Careful of appearance, posture, grooming, dress, and social decorum.

2. Maintains & professional working relationship with employees.
3. Accépts criticism from coplleagues and takes positive action in l ghv. of
such criticism.

4, Demonstrates Qualities of initiative, dependability, resourcefulness, and °
industry. *

-

5. Works well with others'and cooperates.

6. Demonstrates consideration, respect, and a warm friendly interest in
: individual’ children, and an understanding and appreciation of children's
needs.

LEGAL RESPONSIBILITIES :
The person to whom the children are 'assigned is responsible for them for the
total time they are assigned to the class. This is why it is important for

the teacher to,be with the class as much as possible. This recponsibility
~can only be reassigned by administrative personnel in the District Office.

If you are haJing brdblems, with a .child, that you and your team '
cannot handle, contact your supervisor for help immediate}y.

Also, if you think you may have trouble with a parent conference, call your
aupervisor for help and support.




~a

Do not leave your children unattended by an adult for even a second for any
reason. If a child hirts himself whén he is not attended by an adult, the
person in charge of the clasa'is open to serious legal action. NEVER LEAVE
A _CHILD UNATTENDED BY AN ADULT. ‘

Keep a strict count of your children. Count the children to se€e if all are
there, especially during indoor and outdoor play.

ETHICS x

o

We have accepted the reSponsibilitles of helping educate young children.”
With this comes the responsibility of* conducting .ourselves in a manner that
is worthy of the trust placed in us by the community. Any manner of living,
acting, dressing, or talking that threatens this trust” should be avoided. We
are acting in a professional role and should conduct ourselves accordingly.
All information- must be kept confidential' be ‘careful not. to say anything
when a parent is present.

k ~
Some days you will be tired. Some . days things will go wrong. But you must
keep a warm and happy enviqfnment for the children. Most days will be busy
and happy. Share these days with the parents of the children. We must help
them to become a part of qur preschool., When the children learn and the’
parents participate in our preachool we know we have done our Job.

All of us must work for the gocd of the chlldren. If problems come up in
your relationship with your\ teammates, talk it over together before it
becomes a big proble” . But as with the children you teach, you must overlook
the ‘unimportant actions as we are not perfect. If yoy do talk 'the problem
over together and still cannot agreé, then contact! your supervisor or
resource temther to help resolve the problens.- |

PROG?AM ACTIVITIES/COSTUMES

~ Preschool guidelines prohibit that any parent be charged or pay fees for any

part of a preschool progran, whether they can afford it or not. This applies

-to any play, program, or other activity during the school year which may

require costqmes. Any costumes, if needed, must be made of paper products
purchased by the school,

If some parents volunteer to make théir child's costumes out of material, you
must politely refuse and tell them that all costumes will be made, out of
paper prodycts.

Staff members are not to solicit donations of candy, goodies, eté., from any
parent nr business organizatian for any school activity.

Field trips: no fees will be requested or collected from the parents of
praschool children for a field trip or any other activity. This 1is a
regulatisr of the State Ereschool Program, .

The above guidelines will be adhered to at all preschdol sites.

11




; | . TEACHER AND AIDE SCHEDULE

All praschool teachers work a six hour day with a 45 minute lunch exclusive,
Teachers assigned to mor‘ing,class work from 8:30 .a.m, to,3:15 p.m. unless
asslgned to a school whige district scheduled hu- arrives before teacher day
beginas.. Schedule will then be assigned a, heeded by the supervisor.
Teachers agsigned to an afterhoon'class'work from 9:30 a.m., to 4:15 p.m,
All preschool instructional aides work seven hour day with 45 minutes 1unch
exclusive. Instructional aides work:from 8:30 a.m. to 4:15-p.m.

- I
Trachers éeﬁ a ten minute brean in the morning and a ten minute break in the
afternoon. Instructional aldes get.a fifteen minute bréak in the morning. ..

Schedule breaks during Indoor anu Outdoor Play before 11:00 a.m. for the

morning and before 2:45 p.m. for the afternoon so there are always two

remaﬂning with the children while one takgs a break.” (Give a copy of break

thedule to your principal, . - . : | ’
{ Y

Each teacher is required to-team teach in the classroom . of the team tsacher

for one and cne=half hours each day excepf Fridays. On Frldays Leachers may

us% the timg to catch up onpaper work needed. : ) ‘
Iy . | o
( . _
L4
, 4
) ' A
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"
/
12 '
-6 - .

‘ i
[}




!

A.M. TEACHERS

8:30 - 9:00

9:00 - 12:30

/' l12:30 - 1115

,; 1115 -, 2:45
| 215 Qw

3:15

P.M. TEACHERS .

9:30 - 11:00
11:00 = 11:30
11:307- 12:15
12:15 - 12:30
12:30 = 14:00

T 43100 - H:15
4:15

/o -

SCHEDULE FPOR PRESCHOOL PERMIT TEACHER
'SIX HOUR DAY °

Prepare - Plan - Get children from buq‘

Class =" 10 minuts break - Bring children t;'bus
Lunch ;

Team - 10 minute oreak
' Pl#n - llome visits

7 Dismiss

+

Team = 10 minute break .
-.Plan - Home visits
Lunch

Prepare - Get children from bus

Class - 10 minute break - Bring children to bus

Prepare S - E

. Dismiss . ’




a ’ STAFF LUNCH |

¥ e,
i R

Lunch ‘is scheduled from 11:30 a.m. to 12:15 p.m. for P.M., teachers and
! 12 30 p.m. to 1:15 p. . for A.M. teachers.

Lunch for instructional 1des will be scheduled by the principal. "The pre-
school staff can eat their own lunch with the children but must sit with the
children at their tables. If the staff members elect to eat their own lunch

with the children, they still have their RS minute lunch bree': at the sched-
uled time.

i

Teachers and aides must old;n up lunch area after children eat.
e, ‘ STAFF LOUNGE

A staff lnunge is provided at ea;§ school site. The ataff lounge is to be
usad by staff members for breaks and lunch periods. Breakfayt may be eaten
in the staff lounge before staff members' working day beging. Breakfast or

anacks are not to be eaten in the classroom.
]

PRESCHOOL INSERVICE ! oo

' All preschool staff aré required to take part in a program “of inservice
training.
- 7 i
Before the beginning of each school year, the presch -ataff axzfrequlred'to
attend \before=-sdhool lnservioe days. Then durin he year a monthly  In-
service Day 1s scheduled in the morning for the P.M. Teachers and in the
afternoon for the A.M. teachers. tInstructional aides will be included, with
halt’ going in the morning and the other half in the afternoon. session when
. gpeakers are invited. = N ‘ \

One full day of inservice will be given one month in the year.

.

~—

‘ SCHOOL VISITATIONS

",

The preschool staff hgve an opportunity to visit other preschool sites on the
afternoon of their ield trip days.

You must contact e preschooy you wish to visit at least two weeks in
advance to get thelr BErmission and you must inform your principal in writing
of when and where you will be % oing. Pick up a Preschool Observation Visita-
tion Report'(PS #16) from the 'school secretary before you go.. The Observa-

* ~fion Visitation form must be completed and returned to your principal within
two weeks,




HOME VISITS

»

Home visits .n Admportant part of the preschool program. They are made
for communici'' in w&th the parents about the child's progress, and to get
necessary 1nforég§ion about the child and his home environment. Another
important purpose” of the visit is to demonstrate to the parents suitable
F activities to practice at home as a reinforcement of the child's learning
experience at the preschool. To find out why a child was absent from school
should never be the main reason for a home visit.
Each preschool teacher is required to make two (2) home visits per week. Try
to make an appointment before going on the visit whenever possible. Fill out
the Home Visit Report (PS #4) for each visit and return all reports with your
attendance records at the end of each month to the Preschool Specialist.

Home visits are to be made at time scheduled for home visits on Teachers
Daily Schedule, The only ' exception is when requested by principal or
. 'preschool specialist for a specific reason.

/ " 4

. ATTENDANCE AND ABSENCES
INSTRUCTIONS FOR KEEPING THE ATTENDANCE REGISTER SHEET

L)

ATTENDANCE REGISTER SHEET -

The register is a legal document ' for the purpose of recording daily atten-
dance and absence and other information required for proper control and
operation. This regist®dr must be kept in accordance with the Guidelines and .
the directions of the Superintendent of Public Instruction. Accuracy is of

the greatest: importance, as are neatness and care in recording attendance and
other information.., ALL ENTRIES MUST BE IN INK and should be legible, neat,
and orderly. Any corrections necessary ‘should be clearly indicated and made
in a manner which will not be confusing or misunderstood, '

This register should, be available. for inspection by any authorized represen~
tative of the State Department of Education. Falsification of this record is
punishable. Records of attendance for every child shall be kept in order to
ensure general coupliance with applicable laws and guidelines.

Children must be placed on the color poded Attendance Register according to
program placement of the child., (See Appendix A.)

-

" PROCEDURES FOR KEEPING THE ATTENDANCE SHEET

Space is provided for recording attendance for a calendar month. Every day
of the school year except Saturdays and Sundays and the Christmas vacation
should be accounted for, }ncluding the .opening and closing days of school.
Write in days of the month on top of .attendance aheet.

L 4

¢




Names of Children

Enter the teacher's name and the names of the children. Enter surnames of
all children enrolled in each program first.

Days of Attendance

. /
Make no entry for any child for those days when the child is present for a
portion of the class period or day for which he 1is enrolled.

Days of Absences

J
'/

Enter. all days'of.actual absences of an enrolled pupil for any reason, ine
cludihg absences due to illneas or quarantine, by an "A" on the day or days
absent. ' v/

Days Not Enrolled

Rule a line through all spaces representing days when a child was not a
member of the class.

“Excused Absences .

1. Illness of child - impetigo, ringworm, pediculosis, doctor appointment.
2. Illnese of the parent.
3. Quarantine.

y, Famlly emergency requiring the parent, and therefore the child to travel
away from home. ’ . A

5. Time spent away from home with aiparent or other relative, as required by
% @ court of law, or that i1s in the clear interests of the child.
L ~
Documents used to verify excused absence (statements signed by either a staff
member, a parent, or a doctor) shall be maintained by the agency for audit
purposes. Absences for reasons other than the above or any - absenoe not
. verified shall be considered UNEXCUSED.

A child may be dropped krom the program for persistent or prolonged absences.
The decision to drop a child should be reached only after a meeting of the
child's teacher, other apprdpriate staff if needed, and the parent. ”
Unexcused Absences ‘ . /
& '\
Absences for reasons other than the above, or any other abkénoes not veri-
fied, shall be considered UNEXCUSED., /

+ i

A child who has been classified, by a physician, as 4 oarrijz of a contagious

disease and who 13 excluded from achool for such reason may hot be counted as
absent due to illness unless he 1is aoctually ill.

- 10 =
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Verification of Agsence

For attendance purposou, abaenco nuat be voriried by either:
17 school or public health nurae,

2. director,

3. teﬁchor,

4, attendanoe clerk,

5. physioian, or

\

6. ‘other qualified employee assigned to make such verification.

‘Identification of absence due to—illness or quarantihe is to be made at the

time that such cause of absence is verified. All verification of absence due

tw\gl}ness or quarantine should be completed before totals are entered in
right hand columns.

After eiﬁused verifiication of illness or quarantine as the cause of abse ce,
identify such absence by circling an-A with blue or black ink (Example: ).
ALL UNEXCUSED absenoces shall be identiried with the A uncircled.

Certification ' ~ ' ™

A

Teacher or other authoriied employee must sign attendance record to oertify
o the record for the period represented on Lhe page. (See Appendix B.)

Attendance

Attendance should be taken within a half hour of the beginning of every

) claas;‘follTQ.sohuﬁl procedure of reporting absences to the school office,

Absences N

Check by a telephone call or 4" home visit the reason for any child's absence
the day he is absent for morning classes. The afternonn classes will have to
be checked the following morning when time is provided for tqrs. g

All reasons for absences if excused or unexcused must be recorded on ﬁhe

color coded Absence Record with all information completed on the program
color coded absence sheets.

‘Special Symbols for Entering or Leaving
(

When a child enters a class, place one of the following symbols in the space
representing the first day of attendaxsce.

ME1" to identify and estaplish the entering dato of a child enrolling for the
first time this year.

/;

"E3" to identify and establish date fér any ohild entering by transfer from

one class to another in a school, or from one site to another within the same
agenoy.

-1 =
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"R" to identify and establish the date of/ return of a child who leaves a °
achool and returns to the same school. /

When a child leaves the class, place fhe following aymbol in the space \
representing the last day of abtendancej/

. { , - .
"L" placed on the last day of actual dttendance or absence to identify and |
establish the leaving date of a child 7zansferring\out of school. :

"Ld" placed on the last day of actu?é attendance or absenhce to identify and /
establish the leaving date of a child transferring dut of one class into, .
another in the same school or to an7ther'school within the district\ /

In case a child has been absen€'73b~QQ: or more days before it is known that
he is leaving, enter the absence on the last day of abhgence, placing the
proper symbol "L" above the A (Example: L/A.) Entries fji“bhllgged who are

.transferring from a school or class are to be made on the day such informa-
tion is available. THE. "L" OR/"Ld" IS 'NEVER COUNTED IN THE DAY NOT ENROLLED
OLUMN. ) .

\
[

Example: The child attenﬂs.achool‘on the last dar of the school -
month. It is known that the child is not returning the first
\ - day of the succeeding School month. Do not“carry childfs name
. forward to the next school month. There will be no entries in
\\ .Column 6 in connection with transfers of this kind.
Holidays // ) |
/! . f
Holidays (Education Cgde, Sections 5201, 5202, 5209, 5210) should be indi- - -
cated in the attend:ﬁce sheet by writing in the name of the holiday in the -
column representing such days. :

" Inservice Day

Any day that schdbl is olosed for the purpose of teacher's Inservice Day is
to be ruled out/in the same way as a holiday and recorded as an "Inservice
Day." /

/

Day Not Enroll@d
/

K

This column/éhall not include any holidays or any days for which absence is
recorded, régardless of the length of such absence. Only those days (exclud-
ing holidays) during which the child was:not a member of the class are to be
recorded/in this column. '

Days oﬂ/&bsence for Other Than Illness br Quarantine or Not Excused
/

Only fthose days a child was absent for reasons other than illnesas or quaran-
tinq/éhall be recorded in this column: visiting out of town, Shoppinug, miss~
ing/ the achool bus, raining, death of family member not requiring going out
of town. 1f in doubt, check with Preschool Specialist or Preschool Community
Assistant, :
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« .
L] N 2

STUDENT CUMULATIVE DATA RECORD ' '

Each. child is required to have a Student Cumulativo Data Record. New children
neeq to have 'one made out. If a child has been enrolled in our district
before, he should have had one filled out and that one should be use’,

o '
All information should be printed. Pencil should be used except for the name
of the_child. ’

\

Page 1 - ALL iﬁfdruation<ahou1d be completed. Form No. 1 throhgh No. 16,

Preschool, Education: If this is child's first year check (1),
second ye:r check (2), third year (3). '

a

ITEM #
16. Prethool education (Check the number of preschool*yeqrs
COMPLETED. )
17-19 Present grade (Please place a check (¥") indicating the
student's PRESENT grade and change numbers to 9- 7-8%) -
21-32 Preachool - Complete : ﬁ\

]

SCHOOL PROGRAMS (The preschool specialist and schonl principal‘ﬁill
provide the teachers with the following information.)

34. Please circle student's PRESENT grade

35. Free Lunch Program (Indicate all students receiving free lunch.)
38. State -Preschool 4
39. . Title VII Pieschool (Write in if not on ocum #43 is not PS.)

40. ° C.D.B,G. (Community Development Block Grant)

42.  Distriot.Bilingual-Bicultural (All pupils)

45, ESL (Indicate those students who are participating in this

program.)
46. SSL /(Indicate those students who are participating in this
program, ) \

ug, Please circle student's PRESENT grade/
4g-52 Pre-test date
53. School

T

LANGUAGE (Please UPDATE this infoﬁﬁation in the Spring.)

54, Language in the Classroom (Indicate language most. frequently
spoken by student.).

55. Language on the Playgroum (language most frequently spoken-use
other sources as needed.)

56, Language at Home (Language most frequently spoken-use other
sourfes us needed.)

5T« Teacher Aide in the Classroom (Place a "1" in this column if
there i3 a teacher aide.) !

IHI




PK BSM TEST SCORES (LEVEL)

128-29 BSM Eng. Pre

130-31 B3M Eng. Post :
132~33 BSM Spanish Pre ‘ \
134-35 BSM Spanish Post

PK BETTYE CALDWELL . -

136-37 Eng. - Pre

PAGE III -

138-39 Eng¢ -~ P , y
140-41 - Spanish « Pre . Group 7 : \

144-45 Eng., - Pre =
146-47 Eng. - Post ) I
148-49 Spanish - Pre _ Group 9 A
150-51 Spanish - Post”

152-53 Eng. - Pre
154-55 Eng. - Post
155-567 Spanish - Pre Group 8
158-59 Spanish - POE}/ : '

' . ! .
Place the first picture of child taken at school. Name should be
typed in. All other information should be printed in pencil,

LAST PAGE - If child moves out of distiict the date’left should be included

3

where it says transferred.
Circle Grade and change numberé,
Birthdate Verified

Grade




SPECIAL SERVICES

A}

" The teacher i3 the key person in the class tolﬁetect children who may need
help in guidance, psychology, counseling, or speech and hearing.

There is a Guidance ‘Committee Form (SE & S-2) to be filled out by, the teacher
qu given-to the prindipal for any of tthesserviceér Your school secretary
%hould have these forms available. Follow established guidelines when re- -
ferring children. oo :

]

'HEALTH SERVICES

o

L)

Physical Bxanination I -

%

Fach presd\ool child is required to have a physical examination which should
"be completed prior to enrollment, but may be completed in the process of
enrollment. - This is very important and it must be stressed to the parents
that the physical is a legal requirement and must be completed as soon as
possible. If a parent does not receive Medical and cannot afford a private
doctor,fcheck with your preschool specialist and she will have information on
where the parent can go, where parent may. be charged on a sliding scale.

1

Immunizations

The Preschool child must have completed immunizations of measles, mumps,
rubella and have started immunization of DPT- and polio in order, to_be
enrolled, The required immunizations after this must be completed when due
or the child will be excluded frum %chool.

Daily Health Inspection

An examinatior of each child for indication of illness must be done every
day. Teqche*, do’the daily scﬁéqning and’ refer children with symptoms of
illness to .2 nurse. If a child becomes ill or hurt during class time,
follow procedures required by your school principal,

-

Health Education

Health Education is part of the preschool program and should be incorporated
- in your preschool activities. The school nurse 13 available if you need any
help in planning lessons. The nurse can also be contacted if there are any
pars "8 needing assistance in the health and nutrition areas.

Fe 1t of Accidents '

™

A, :¢ident report shall be completed, for each injury sustained by a pupil,
at =i«.en to your principal. (The principal retains the original and he
f¢ 4 ds the copy to the Superintendent.)

- 15 «
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The accident report shall be completed and turned in/to the principal, by the

teacher in charge of the olass, as soon as possible after the accident
occurred. ' : .

For'staff aoeideht, contact your principal, who will fill out an employee
accident report form with you.

*

Height and Weight ' o v

Each teacher is responsible to measure and weigh their children in the fall
and spring of each year. This can be a learning activity in Social Living.
The form is available from the preschool nurse and results are to be turned
in to her. "

FALL--Check children by the first week in October. Any child entering'
pefore Dedember can be checked when they enroll. Children enrolling

- after November would be checked in the Spring. N
— | : : , /
SPRING-~Children should be.ghecked by May 31, and results turned in to
the nurse. ‘ '

CHILDREN'S LUNCHES AND SNACKS

‘ am

Food and nutrition services éfe a required component of/@he pres¢hool pro=-
gram. Each presehool child is given a snaok and a hot %yhoh is provided.

Mealtimes are valuable learning experiences in additiﬁn to providing.nutri-
tion. All instruotional staff members should sit wiyh the children at snack
and lunch time to: _ /

1. build more mature language patterns. ,/

2. lead discussions on the sources of various/y6ods.
' @

3. encourage the children to broaden their fdbd tastes.

4, make children more peroeptually aware/ of shapes, colors, flavors, -and
odors of food served. ; '

;

5. promote mathematical concepts when/sérving children. ' |

6. set standards at the table.

’

S‘t..af‘f‘ members wmay not eat or sample any food or drink provided for the
children. Staff may buy lunch from the cafeteria. 5
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', | BUS CHILDREN

Parents of children who must ride the bus should be told of the bus stop and
time of pick up -and return at the time of enrollment. Please stress to the
parents the necessity of their being on time to pick up-the child or the
child will be returned to the District Office. Then they must pick up the
child a2t the District Office. If this happens more than 4 times, the child
will lcose his/her riding priviI€§€§>

Children riding the bus should have a name tag with their name, address,
phone number, bus stop, teacher and school, pinned to them every day of the
year. PLEASE UPDATE AS NEEDED.‘

" Teachers can ditto them off to save time and energy if children forget to
bring them back. Stress the importance of name tags to parents when they
- enroll their child. .

Sample Name Tag:

(Please update. _ Juan Morales )
information as needed) 1735 Ave. de la Madrid
428-4554

Bus Stop: Blando Ln. and
Ave. de la Madrid

Willow School = Mrs. Garcia

Emergengy Phone: 428-4466

.

It is the responsibility of the teacher and principal to see that the child
gets home. If the parent doesn't pick up the child at the school or at the
bus stop on time, make a home visit and talk it over with the parents. If it
continues regularly, let your principal know and he can oontaot\the parents
about this problem.

: | \

\ ¢
SAN YSIDRO PRESCHOOL EXPLORATION TRIPS

Bug Field Trips : .
Field trips will be scheduled OQ.a'year to year basis depending on funding.

Field Trip Request forms must be filled ‘out at a time ‘indicated by the
preschool specialist and turned in to your principal.

Parent Notioes (PS #2) for'trips MUST be filled out and sent to parents.

Parents are encouraged to go on trips when room is available on the busg, but
only childrsn enrolled in the preschool class may go.

Both morning and afternoon classes go on the same field trip in one bus. The
children must arrive at their school site by 11:30 a.m. for each trip as the
bus i3 needed for regular school pick up and return.

L]
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No fces will be requested or collected from the parents of preschool children
for a field trip or any other activity. This i3 a regulation of the State
Preschool Program. - . .o

Children will eat their lunch at school. Because of funding, parents cannot
be served lunch at school. If parents wish to buy lunch, the cafeteria must
be given notice the day before the trip. Parents may bring .their own lunch
from home if they wish. .

Walking Field Trips

Walking Field Trigsimay'be scheduled by the teacher. Field Trip Request
forms must be filled out at least 1 week in advance or as directed by your
‘principal and turned in to your prinqipal for approval.

One (1) walkipg trip shall be taken in anj one (1) week. Parent notices
(PS #7) MUST be filled out and sent to parents in advance of the walking trip -
or walking trip will be cancelled. P.M. class must return by end of class

day. . ‘ : . . . :

[

Teacher must get parents to participate on their walking trip.

SUGGESTED PRESCHOOL EXPLORATION TRIPS

N

Many Neighborhoods Walks ‘ Child's Home

(May need to be bus trips for some sites) . Grocery
\ Park
‘ Farm

"Fire Station (Ssnleidro)

Police Station (San Ysidro)

Train Station and ﬁgs Station (San Ysidro)
Chula Vista Shoppiné\Center and General Roca Park (Chula Visia)

San Diegd Main Zoo =~ qus tour and’Childrén's Zoo are‘not for preschool .
Scripps Oc nograph; ?;u | |

: Train Station (San DiLgo) | ./"I . , -

. '\ . '//
International Airport |(San. Diego) o
Beach (Imperial Beach),

Seaport ‘Village (San Diego)
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Chula Vista Library
McDonald Restaurant (Chula Vista-San Ysidro)
Carls Jr. Restaurant (San Ysidro)

\

_ San Ysidro Library - Bus or walk . .

'PRESCHdOL FALL AND SPRING TESTING PROGRAM

A"

' Teét to be Used

»

1. Preschool chiiﬁbﬂn will be given the Bettye Caldwell test in both English
: and Spanish.

| : .
2. This will be followed immediately with the BSM,

Materials Needed. for Testing
1. You should receive from your preschool speciallst:
a., Bettye Caldwell Manual (Bilingual) ;

b. Bettye Caldwell Inventory Test booklets and ditto sheets for copy and
color.

¢. Box of craydns

d. 10 checkers

e. 3 cars (red-yellow=-blue)
f. 3 boxes (small-black, mgdium—green,'large;white)--(teacher can make)
g. BSM Manual and Picture Book (Get at Processing Centér)

h. BSM Test Booklets and Class Sheet

- \
2. You must get: \ "

!
a. Red pencil or pen for Spanish scoring
b. Black pendil or pen for English scoring

c. Primary pencll or black crayon - for child to use to copy shapes

d. 3 boxes (small-black, medium-green, large-white)
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Test Administratién ' .- .
1. Bettye Caldwell Test ; | 2
\ a. Language to be uded:

e All children . will be tested in both English and Spanish in the
Fall and Spring.

e Test all children first in their second language.

e Retest children in their native language when all children in
‘ attendance have been first tested in thoir second language. Try
to get children for the secofld test in the same order as the
first, so there will be as much time between the two tests a: is
possible but. still continue testing. Children/ ho are absent for
‘the first test, should be tested in ‘their second)language as soon1 '

native language. ' ‘ "
. " ¥ 5 ' : - L ’
b.” Directions for administiration and scoring. o !ffég‘j.

e F{ll in all information on front oover of teat DOoklets and only
_ on ditto sheets for each child in your class as soon as. ‘podsible.,
e . *. Use one test booklet and ditto sheet (for copy and oolor pages)
T for both tests. (See scoring information helow ) v R

, '@ Read General Directions on page 2 and 3 in'the Engiiah Manual and =
e © .directions before -each section of ‘the. test. THE TEST SHOULD BE -
ADMINISTERED EXACTLY AS STATED IN THE MANUAL. Lo L

e Select an 1isolated corner of the room to give the test. - .Seat
child to' your left if your are right handed 80 your sooring will
not disturb the child.. A

° Scoriqg_ Please use color coding as written in front of the
Mdnuals to score right and wrong answers. USE RED CIRCLES (0)
FOR. SCORING IN SPANISH AND USE BLACK CROSSES (X) FOR SCORING IN
ENGLISH. If a .child answers your question in the oppoaite"
language in which you are testing, count it as a correct -answer.’
WRITE . TOTAL NUMBER OF RIGHT AND WRONG ANSWERS IN TEST BOOKLET, |,
USING THE bAME COLOR CODING. Count Don't Know ~(DK) as wrong
anawer, . .

2. Bilingual Syntax Measure |
" (ONLY FOR CHILDREN WHO NILL ENTER KINDERGARTEN NEXT YEAR)

a. Language to be used. ' L v - ,

e Teat first in native language and then in second language.” 7
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3.

oF

N

P+ Directions for administration and scoring.

" !
:

e Fill out front information.

° Follow-direqtions given at September Inservice.
. ) ’ ' '

® . Save booklets for Spring testing.

‘e Return Class Record Sheet to preschool specialist.

,?Retﬁrn'bf'Test Materials

a. All manuals and materials must be returred to your preschool

specialist at the district office after tests are all oomplete.

BSM materials go to Proceasing Center.

b. Used test booklets musi be alphabetized (boys and girls together),

bundled, identified, and kept in the school office for further

reference.

Student Cumulative Record Card (Cum Records)

a. Write test score results on child's Student Cumulative Record Card
* for Bettye Caldwell and BSM tests. (Read section on Student Cumu-
lative Record Card to see where to place testing soores of each

child.)

REVIEW OF PRESCHOOL UNITS

Self and Family

1.
2.

. 3
.

Greetings, Hello, Hi, Good morning, How are you? .
What is your name? Who are you?
What is your name? How old are you?

Are you a boy? (Yes, or No I am a girl.)

Parts of the Body

1.

Comprehension: - Where is your head, finger, neck, mouth, leg, eto.

mechanical magnetic man and songs. .

4

The units of our preschool ocurriculum should be reviewed during March and
April. This should be done in English and Spanish. Please check Social
Living units in tho PRESCHOOL CURRICULUM MANUAL for oomplete liat.

Examples
of Review: '

Use




* 1

2., Verbal Reannggi What is this? Point to parts of the body on the man,
e ¢ y on yourself,

3. Instructional Activities: Open your mouth, nod your head, blow your
nose, shake your hands, raise your arms up high, etc.

Colors

Know the colors--red, orange, yellow, blue, black, green, 'purple, brown,
white, '

1. . Comprehension: Find or point to the red one, blue paper, green dress,
etc,

2, Verbalization: What color is this? Teacher points, child responds.,

What color is your dress, your aweater, the paper, the crayola? What
color is the grass, sky?

| \
Comprehension and Verbalization in Sentences: Find the chair, table, door,

' box, window, blopks, doll, playhouse,” car, truck, flowers, big ball, little
ball, eto. What is thia? a chair, a book.

P

Objects in phe Room

L

FollqwiqgﬁDirectiona

Combine colors, objects in the rcom, prepositions, adjectives and number
words:

1. Put -the doll in the bed, on the chair, by the window.

2., Put 2 red obgﬁters under -the ta' "~, 3 yellow counters in the black car.

3. The first boy in the line may =+ the flag, the last girl may get the
drum,

4, Pléase stand up by the teacher. Run to the door; or around the room.

5. 3Sit on the chair, stand behind the chair, go to my desk, get the red
penoil, give it to Mrs., - .

Matheuatioal Conoepts

Teach in amall groups according to age and ability, Give each child 7-10
counters and a paper 6" x 8":

-1, How many do you have? (Count by pointing one to one.)

2. Put 2 red ones on your paper. Check each ochild. How many do you have?
Count. Say 2. ' ; o




! 1 o

/ !
/ l . )

l
33. fContinue. put y ‘on the paper; then 1, 3, 5, 7, 6. Also when they have a

"set of 5 or 6 say, "Point to the first one, the last one, the middle one,
-the second one. .

4, Use your rlannel board, placing the animal cutouts in two groups--sets
(1=4) (6-2) (3-8). Which is more--this or this? Which is less?

5. Make fingef shapes--cirole, triangle, square, oross, line. !

76._ In your train unit you ask, "How‘many wheels on a car, truck, airplane,

bus, tricycle, car and trailer?"--using the toys so they can count.

Make Comparisons

Which 1is bigger, 'ohair or a house? Use the toys or words they know.

VoeabulargﬁReview Units

School Hords, Helpers, Home, Clothes, Foods, Pets, Animals, Nature, Toys,
Storybook F iends, etc.

INDIVIDUALIZED DBVELOPNE“TAL RECORD

Each teacher 1is responsible for keeping a record of the F=ychomotor, Readi-
ness, and Social Development for each child enrolled. See Appendix C. .

Children should be screened some time in October. If u child achieves an
objective, a check should be marked in red pen or pencil.. If the child does
not achieve an objective, leave the square. blank. In January check the
objectives missed and if achieved, mark a check with blue pen or pencil.

In May.chpck th~ objectives missed and, if achieved, mark a.cheok with a

green pen or pencil, If the child does not achieve the objectives leave it
blank. In between these dates, 1if you know a child has achieved the obJeo-
tive mark a check in black pen or pencil. :

For readiness 1tems that should be achieved poth in English and Spanish write
an "3" (for Spanish) or "E" (for English) before the checks.

Please make sure the child can do the objective befqgre marking it. All ochil-
dren do not develop at the same rate, so there may be children who cannot
achieve an objective even after two years of preschool. But the objeotives
are a guideline to the teacher on what she should be“working toward and as a
base for individualized instruction.: _ .

When you have a majorily of your children needing help in a particular objec-
tive, speocific aotivities can be done with the whole group. If a few chil-

dren need help, then group those children for specific activities in order to
achieve the objeotive. ,
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KINDERGARTEN ORIENTATION

What and Why We Have Kindergarten Orientation

1. To alleviate any fears gf change in the children.,

2., To help childreh look forward to éhe kindergarten experiences by taking
them to visit a kindergarten classroqp 80 they can see the activities and

the environment and discuss them.

3. To stresa similarities and promote continuity in the~minds of the
"~ -c¢hildren.

Preachool Teachers and Kindengarteh Teachers Plan for the Visit

-Make your plans at least a week before the visit, some time in May. If you
have not already observed in a kindergarten classroom, arrange an observation
to a classroom where your children will attend kindergarten next fall, if
possibla. During this visit, or by telephone, schedule the visit for your

children who will enter kindergarten next fall.

Include in your plans: | ‘ . ™,
1« Time‘'for the visit...Month..,Daté...Hour. -

2. Aétivities children will see...those similar to preschool. |

3. Who will go? Children who will be five years old by December'z, the
state requirement for entry into Kindergarten. s

4, Fill out Walking Trip Requests form for kindergarten visit (see
nrocedure under walking trips).

PARENT PARTICIPATION
. ‘\
Prescnool 1is ‘designed to involve the parentp in the education of their
children. -

" When parents first come to the preschool class, they usually should be asked

to observe, so that they may really know their child's program. As they’
return for Subsequent scheduled visits, they should be given definite tasks
to do, with an explanation of why they are doing them. Parents must be told:
at the time of enrollment that they must participate at least one day (3 1/2

hours) .every three weeks as required by the project. If they cannot come
for any reason, they must send someone over the age of sixteen to take thein
place, It can be an .older ochild in the family, aunt, uncle,, brothers,

sisters, grandparants, neighbors, etc.

It is the responsibility of the teachers to schedule participation to seé
that there is always at least one parent or volunteer during clasa time each

day.

o
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Parents who participate must have a tuberculosis test and give their child's

! teacher the written results, The teacher should record the information on

the child's registration where specified and the report given back to the
parent.,

Examples of some areas in which preschool parentg can help are:
1. Story telling, dramatization. | |

2. Music (ainging, teaching dances, etc.).

3. Art demonstrations. o . ' \

4, Preparation of instructional materials (make use of fathers who are
good at carpentry). \

5e Partioipation and supervision of outhor play (but .not alone).

6. Participation aﬂd supervision during indoor play (but not alone). '\
7. ’Partioipation on bué and walking tribs. | '
8. Making doll clothes. : \
'e - Help with setting up bulletin boards. , \
10, Encouraging children to eat.

11, Special skills of individual parents that would be of help in our
preschool program.

4

PARENT EDUCATION MEETINGS

A}

Regular parent education meetings will be held each month at each school
te. They will b{a held eight time a year beginning in October and should:

‘. 1include topios related to the preschool child and programf

2. be deisgned to give parents skills in assisting in the classroom.
3. include.subjects of 1nterest/}p parénts. '
Some topics which may be of interest to parents are:

1. health and safety of ohildren,

2. ohild behavior,

3. what parents oan.do at home to reinforce learning at school,

I, presentation of the Preschool program,

5. emotional needa of children,
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6. emergency first aid, and
T. good ﬁutrition ror the family.

At the October meeting the parents should r1!1 out the Parent Meeting Survey
and see what they would like presented which would relate to their under-

standing and education of the preachool child, and incorporate their ideas in
future meetingse.

The date ror each monthly meeting is selected by'your principal.

Preschool tcachers are .esponsible for planning and carrying out meetings at
each site. Every month a planning meeting should be held with all preschool
staff at each achool site to:

- .

1. Determine the plaOe' for the meeting. (In which classroom or in an
assembly room. ) o . ;

2. Decide on the subject and speaker.
3. Dedide'who is responsible for the following duties:

a. Cbntaoting the speakers, reminding them, seinding thank you notes.
ALWAYS' secure your principal's\ approval. 't /

\ , .
b. Preparing the notices for the parents in English and Spanish.
ALWAYS secure your principal's approval\(time, place, program)

¢. Ordering the chairs and other equi})ment. needed in- writing a week
before the meeting, stating the time, plaqg date.

d. Deciding who will be hostess at the meeting. Give welcome, intro- |

duce the speaker, distriot guests, others. Secure more chairs, check
temperature, thank the speaker close the meet ing.

e. Afternoon teachers set up the chairs and morning teachers take
them out.

f., If a change in date is made with approval of your principal, you
must also check with the preschool specialist before setting
date.

During the parent meeting, the morning children may remain at school if their '

parents attend the meeting. However, the children must remain in their
classroom, Teachers will also babysit for younger children parents may
bring. The hostess remains at the meeting until it closes, Other teachers
and aildos should arrange to .spend at least ten minutes at the meeting.
Remember to have your parents sign in. (Use PS #20.)

On meetinquays you will have all the afternoon, and some morning, children
in the room for lunch and other activities.:' On the day of the meeting,
because of your dufies, the schedules may include review lessons in voth A.M.
and P.M. sessions. Teachers unualiy phone parents to encourage attendance,
and rooms have to be organized for the meeting, and the children's lunches.
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Lunch schedule for teachers is also changed for parent meeting days. The
afternoon teacher can g0 to lunch earlier and return earlier to help. The
morning teacher may go to lunch after the meeting and cleanup are completed.

REMEMBER: PARENT MEETINGS ARE. THE RESPONSIBILITY OF ALL PRESCHOOL STAFF.
ALL ‘MUST HELP.

~ PARENT LUNCHES

Because of funding there will be no free parent lunches. If parents wish to
buy lunch, notice must be given to the cafeteria manager one day in advance
in order to prepare enough food. ‘ ' .

!

EQUIPMENT AND SUPPLIES : &

z

Requisition for Supplies

.- . -
Each team will make out a requisition for supplies in stock on/ District
Requisition Forms to be handed in to your school secretary. Order only
supplies needed. Use all supplies carefully as we are allotted so much per
year, and the cost is very high. ‘

Repair and Care of Equipment .

When equipment is in need of repair, notify your prineipal in the method he
requeats. Labels equipment to be repaired with your: (1) name, (2) school,
(3) olassroom, and (4) what is to be done. Make sure label is securely
attached. o /

How to Introduce the Equipment and Materials to the Children

o —t———vT——

(blocks, puzzles, etc.)

Children shoulq/always be introduced to the material and equipment in the
room and be taught the right way to use it. When you see a child misusing
certain equipment or material, show him how to use it correctly. If he con-
tinues to'misuse it, take it away for the day and tell him why; then show him .
the correct way again and tell him he may play with it tomorrow. Children
should also learn the respgnsibility of putting the equipment away, with the
help of the teachers at first and, later, on their own, Try to label the
place (with a picture--hand drawn or from:a magazine) where each item goes,
including the different size blocks. Keep all equipment and furniture clean
at all times. If you see any item that would be dangerous to the-children,
put it away, if possible, and inform your principal and preschool special-
ist.
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"~ Books

LIBRARY MATERIALS

“

Each preschool site is assigned a library where materials ocan be checked out
by the teachers. Make use of them to enrich your classroom teaching. All
members of the team are responsaible for library materials checked out of the
. library to be shared.. - y

\\
\.

Each classroom team may check out twenty children's bo&&s each month and keep
them for one month only. :

’Reoorda

There are records that are checked out at the beginning of the year for each
classroom team. These records stay in the classroom and are returned at the
end of the school year. There are also.other records available to ‘preschool
that can be checked out for two weeks only, then must be returned to the
library, and others can be checked out for-two weeks.

Peabody Kit : | | | o

There: is one kit for each class team to be -checked ouf in September and
returned at the end of the school year.

Leason Guides and Kits

All San Ysidro Pre chool Curriculum Manuals, Preschool Handbook, Nutrition

Kit, Multicultural Books, Peek Kit, etc., are available for checkout from
the library.\ : - :

* Other. Materials

There are mahy other materials availablé to preschool teachers, such as
filmstrips, posters, and health kits. Ask your librarian about them and she
will be glad to tell you what is awailabtle.

]

Items Checked Out

Teach your children the use of the materiala. Keep kit materials tbgether 30
items can't get lost. :

-8- 34 L
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Toacher . SAN YSIDRO SCHOOL DISTRICT

/

PRESCHOOL DAILY ATTENDANCE RECOKD k. » e\ /
> 1' : ) / ACV“‘.' Abhsent] Absant
T ' Atten. [Ex un- / Nm Total
Names of Children . dance NeusE neoll
h ”
‘2 u [ { 7/7
3. !
4. - .
s, i !
o 1 ;/
7, [ |
8.
9.
10.
1} '
12.
13. ’
14, :
1§. - ’
16. :
17.
18. . ‘
\ | TOTALS
t. Toul days classes met during themonth. . .............. \ ................. e R .
2. Gross enrollment: Beginning enroliment plus new enroliment'of the month . . . .. Bt e n e b ae s e n e s e i at e e he e
Ending enrollment: Gross enrollment minus number dropped duringmonth. .~ .. ... oo
3 Maximum numberchild days (1 x 2). ............oo0 vt e et er e e PP IR
*Must equal number 8 above. . .
+
. To the best of my knowledge and belief >
,3 5 this Attendance Register is correct.
W/

Signed

38
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Appendix B-

. SAN YSIDRO SCHOOL DISTRICT
e PRESCHOOL CHILDREN'S ABSENCE RECORD
Teacher ' Preschool Program
‘ ' Y
School L , Room Number
N
73
' o0
Date(s) .| Reason for X5 s \:ng Parent was
Name of Child . .° | Absent | Absence(s) | Contacted
o ’
] s e
\ ,
V/
e ) ‘

-

1 certify that the above information is correct.

37

Yeacher"s Signature Date
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PRESCHOOL

Individualized Developmental Record

SCHOOL

DATE H
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pd

CODE
PSYCHOMOTOR DEVELOPMENT svvvvevesneessss WHITE
READINESS SKILLS DEVELOPMENT ... c00eeeesee .YELLOW

PERSONAL -SOCTAL DEVELOPMENT .. vuvessesesPINK

’ 0
]
1]

For Readiness Skills Development:
1. write E (for English) and date

2. write S (for Spanish) and date
}’

All objectives must be color coded dated when
individual child achieves an objective-

October screening - date in red
. ‘January screening - date in blue
May screening - - date in green

1f child achieves objective between these months~
date in black
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